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SBJBCT:  ID/3 Madl Control

1, PROBLEM:

spproximatoly the ﬁnﬁ of
resnin in the Adwinistration

Peflding. roblem i w deteruine whetier & esparate Aeglutry
should be established for e hendling of the IN/S mail,

2. PACTS BEARIND ON TE TRUBLIM

8: B wlume of wall bapdled by the Zxesutive fegistry wes approxi.
mataly the seme for 1953 and 1954 but incressed by 20,28 for the
firet 2§ months of 1955, ‘ee Annex No. 1,

b, The DIYS mall equaled spproximstely ome-fifth of the work losd
handled by the five Mxequiive Regiatry elarks in 1954,

¢ Distridution of mail from lhe ixscutive Registry located in South
Bullding to the DO/: offiees in the iduinmisteation fuilding would
roquire six scheduled round Wrips dally {timed to mest daliveries
Y the Agenoy courier truck) totalling spproximetely twoe hours.

4. Heil between South Bullding and te Jduinistration Puilding camnct
- e garried by ths méssengar presantly stationsd in South Iuilding
beosuse of Jjob classificstion snd security requiremsnts,

s. The sstadliechment of & sepbraie Hegis Mfar ihe DD/ would elimi-
nate $he follewing duplicate han&tm??

(1) /8 offices ¢alling ihe ixecutive Registry for the assign-
mnt of sentrol nwbars r@mmmhmd@mwmﬁn
pondense and DD/5 initlated correspondence,

(2) 1The logging of Tp Secret matarial by the 0i/S offie
the Zxecutive Registry, W ot ces
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Gontinued sarvicing of JU/S5 nedl by the Executive Ssgletry
WXl result in pome delay in receiving and dlspatohing corres-
mmma of the add tionel routing and courier trdp

xtWthth ssrvice conld be furnished the DD/5

sffiver by the sstablishment of 8 sepsrate Registry wnich wil)

mammmnmmmﬁummm twough the

Miﬁ Beglatry losated in another bullding, The uain objectlons
to e establishnmat of the second Registery is ithe possible addi.

tonsl staff necesssry to operate,

A weviow of the work load in the Bxecutive leglstry indigates that
Y abe-Lif®h of ‘he 1P8L voluss represcnts 075 mall,
Simes in addition to the spervisor there are five clerks handling
e nall in the Executive Suglstry, 1t would sppeor that one of
Heee sonld be translerved te the office of the 5/S witheut die-
Wﬁ'&ﬂﬁﬁﬁﬁﬁé#ﬁ%ﬁféﬁaﬁrm o the work lond of

0g olsvks, Sowever, the wrk losd was 208 higher for
Mﬂm‘ worthis S 1955 snd will probebly coniinue se that an
i tional olark should be apsigned,

he continusd servicing of the ID/5 offices from the Exegutive
Reglatry wuld require six stheduled esurier trlps totalling spprox-
ismdaly two hours per day in erder o give the seme servise fur-
mighed other offlicep of the fgengy. This additional time ooudd not
%W oy the ﬁ;ﬁ sourbry nm;g assigned to the Sxagutive Regis-
pressat reqgdrements prohibii tie messenger

M&mﬁwmﬁwa ing classified meterisl

woen the bulldings. The leuth i ng meszenger counld be re-

aoed by 2 ccurier whe could handle the additional deliveries to
@% ces. However, if ecparete fegistries src ostablished,

: m&« Registry oourisys wuld have more Hme bechuse meil for

the BI/5 weuld be delivared #irectly by the regular courier service,
OUNCIUSIONSy

il for e DU/S can be mort efficisntly and econcsdeally bandled
by the sstablishvnt of » gzrata Hegistyy, io additonal slots
for clarks or souriers need asaigned Lecsnse of the establish-
ment of the tw Regletriss, lHowever, the incresssd Zxecuiive
Registry work load does Justdfy an additlonal position which could
best Lo utilized by assignment o the I0/S for Reglstry work.

il
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AC'TION RECOMMENDED
Establish a separate Reglstry for the po/s,
Estabiish one slot on the T/% T/0 for reglstry work,

i dlassification of the messenger position in South
oyt %‘; a courter posifion and trensfer the alot 3o the
Dxeeniive feglatry 1/0. (Dformelly agreed to 'ﬁy= 25X1A9a
of the logistice Gffice.) “his courler o make ! 7 25X 1ABa
intye office pick ups and daliveries {4nelnding CHE) as well
su vuch specisl trips as are required,
Por special courier runs the /S Gffice should contlnue fo
3: g:f;nﬂm assigned Yo the Fzecutive Hegintry, aod the
cperating offices of the no/z.

Set up mall control procedures for the iy Regletry a» out.

25X1A9%9a

I
Chief, Hocords lNansgemend Diviaion

Fo. 1 Executive Registry Statistics
Ho. 2 DD/S Reglstey Contrel Procadure
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